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Department of General Services 

Procurement Division 
707 Third Street, Second Floor 

West  Sacramento,  Cal i fornia 95605 
 

 

MASTER SERVICE AGREEMENT 
DOCUMENT CONVERSION SERVICES 

USER INSTRUCTIONS 
 

CONTRACTOR:               VARIOUS   
CONTRACT NUMBER:  5-08-70-01 through 5-08-70-17 
CONTRACT TERM:        April 1, 2008 through March 31, 2011  
 
SERVICE:                          Document Conversion Services (Statewide) 

 
DISTRIBUTION CODE:  All Contracting Offices, Local Agency List, MSA           

Contractors and PD Central Records. 
 

Note:  Electronic version of all documents associated with this MSA can be found on the 
DGS/PD Internet web page:  http://www.pd.dgs.ca.gov/masters/default.htm
 
USER INSTRUCTIONS ISSUE DATE AND EFFECTIVE DATE:  April 1, 2008       

 
 

Any questions regarding this MSA shall be directed to the Contract Administrator: 
 

 
Department of General Services  

Procurement Division, Multiple Award Program 
Elaine Hall, Contract Administrator 

707 Third Street, 2nd Floor 
West Sacramento, CA 95605 

Phone #: (916) 375-4378 
Fax #: (916) 375-4663 

E-mail: Elaine.Hall@dgs.ca.gov
 
 

__________________________________________________________________________
Skip Ellsworth, Manager, Multiple Awards Program (MAP)                     Date 

 

http://www.pd.dgs.ca.gov/masters/default.htm
mailto:Elaine.Hall@dgs.ca.gov


MASTER SERVICE AGREEMENT 
DOCUMENT CONVERSION SERVICES 

USER INSTRUCTIONS 

Document Conversion Services             Updated 5/28/08 
User Instructions                  CA Department of General Services 

2

 
 
INTRODUCTION AND OVERVIEW 
This Master Service Agreement (MSA) provides document conversion services for State agencies, 
cities, counties, special districts, educational and other public sector entities within the State of 
California.  The procurement process was conducted under the Public Contract Code (PCC), Section 
12110. 

This MSA offers the following advantages and benefits to users: 
1. Lowers overall cost and competitive costs for the entire period of the MSA 
2. Offers a list of competitively selected pre-qualified contractors 
3. Assures that the contractor has verified experience and knowledge in the service category 
4. Provides reliable comparative data about each contractor’s capabilities within a category 
5. Offers flexibility as client agencies may select services to match specific needs 
6. Conducts value effective procurements attained through the competitive bid process 

  
A. STATE OF CALIFORNIA CONTACTS 
     

Contract Administrator 

Elaine Hall 
Department of General Services 

 
                
    Procurement Division, Master Agreements 

707 Third Street, 2nd Floor, MS 202 
West Sacramento, CA  95605 
Phone #:  (916) 375-4378    
Fax #:  (916) 375-4663 
E-mail:  Elaine.Hall@dgs.ca.gov  
 
Ordering and Services 

 
Jack E. Fort 
Senior Records Management Consultant 
California Records and Information Management Program (CALRIM) 
344 North Seventh Street 
Sacramento, CA  95814 
Phone #: (916) 322-1727 
Email:  Jack.Fort@dgs.ca.gov

 
 B.  CONTRACTOR CONTACTS 

       
     Please refer to the follow website for the contractor contact information:  

http://www.pd.dgs.ca.gov/masters/docconv.htm
 
  

 
  
 
 
 

mailto:Elaine.Hall@dgs.ca.gov
mailto:Jack.Fort@dgs.ca.gov
http://www.pd.dgs.ca.gov/masters/docconv.htm
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C. TERM OF MSA 
 
The term of this MSA executed for this service category is April 1, 2008 or upon approval by DGS 
through March 31, 2011.  State agencies may not enter into agreements with an end date extending 
more than 12-months beyond the MSA contract term expiration date.  The Department of General 
Services, Procurement Division may utilize the option for two (2), one (1) year contract extensions.  
If the current contract is extended, a supplement will be issued noting the new contract expiration 
date. 

 
D. ADMINISTRATIVE FEE 

 
State and local agencies by placing an order against this MSA, agree to pay the State’s 
administrative fee.  The Department of General Services (DGS) will directly bill each State and local 
agency for the amount of the administrative fee for use of Master contracts.  The administrative fee 
should NOT be included in the order total, or remitted before an invoice is received from DGS.  See 
www.ofs.dgs.ca.gov/Price+Book/P/Purchasing.htm for current fees. 

 
E. SMALL BUSINESS PREFERENCE 

 
Small business preferences were applied to all California-certified small businesses and to a non-
small business claiming 25% California-certified small business subcontractor participation as noted 
on Attachment A.   

 
F. DISABLED VETERAN BUSINESS ENTERPRISES (DVBE)  

 
DVBE participation or completion of the good faith effort was required to qualify for this MSA.  
Participation is noted on Attachment A.  

 
G.  ORDERING INSTUCTIONS  
 

These instructions are designed to help the ordering agency with the procurement selection of a 
contractor.  

 
1.  Authority to Use the MSA 
 

Agencies should use this MSA in accordance with SAM 4800.  Agencies must have DGS PD 
approved IT purchasing authority for MSAs.  Contracts executed under this MSA may not exceed 
the approved dollar threshold noted in the department/agency purchasing authority.  Refer to 
Chapter 1 of the Purchasing Authority Manual (PAM) for additional information regarding 
purchasing authority. 

 
2.  Competition & Advertising 
 

Ordering agencies are not required to post an advertisement in the State Contracts Register 
when executing contracts under this MSA, however, they are required to solicit offers from at 
least three contractors within the service category they are using so that best value is 
obtained.  

   
 

http://www.ofs.dgs.ca.gov/Price+Book/P/Purchasing.htm
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3.  Ordering Limits/Dollar Thresholds 
 

Contracts may not exceed $1,500,000 in accordance with MM07-10 without an approved 
Leveraged Procurement Agreement Exemption Request.  
  

4.  Contract Development 
 

A State agency award will be made using a Delegated Purchase Order (STD 65).  The scope of the 
project should be attached. 

 
Local agencies utilizing this MSA must agree to all operational terms and conditions, and may 
use the STD 65 to initiate orders or use their own order document (PO’s).   
 
Local agencies are required to submit a copy of their ordering documentation to the MSA 
Contract Administrator. 

 
H. INSURANCE REQUIREMENTS 

 
1. Liability Insurance 

 
Some Master Service Agreement Orders issued to a contractor may require the contractor to secure 
a bond to secure performance or other obligation under the contract.  If so required, the contractor 
shall furnish to the agency, prior to commencement of the work or within twenty-one (21) calendar 
days after issuance of order. 

The contractor (upon request) shall furnish to the agency at no cost to the State, a Performance 
Bond in the amount of fifty percent (50%) of the contract price.  The Bond shall be on a form 
from an admitted surety insurer and must guarantee contractor's compliance with the terms of this 
contract. 

2.  Workers’ Compensation 
 

The contractor shall furnish to the State a certificate of insurance stating that there is Workers’ 
Compensation insurance on all of its employees who will be engaged in the performance of this 
agreement. 

 
The certificate of insurance must include the provision that the insurer will not cancel the insured’s 
coverage without 30 days prior written notice to the State. 

 
Ordering departments should request a copy of the proof of Workers’ Compensation Insurance at 
the time of order placement to ensure Workers’ Compensation Insurance is current. 

 
NOTE:  The State will not be responsible for any premium or assessments on the policy. 

 
I. FEDERAL DEBARMENT 
 

The Federal Department of Labor requires State departments that are expending Federal funds of 
$25,000 or more to have a certification by the supplier that they have not been debarred or suspended 
from doing business with the Federal Government in the contract file.  
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J. FILE DOCUMENTATION 
 
To the extent possible, State agencies should make every effort to follow the following administrative 
and file documentation requirements for IT service contracts: 

 
1. Statement of Work 
 
2. Contractor’s MSA Price List 

 
3. Financial Information/Bond, if applicable 

 
4. Secretary of State Certification, if applicable 

 
5. Certificate of Liability Insurance greater than $1,000,000 if federal funds are used 

 
6. Federal Debarment certification signed by the contractor that they have not been suspended from 

doing business with the Federal Government, if applicable 
 

7. Workers’ Compensation Liability Insurance 
 

8. Payee Data Record (STD 204) http://www.documents.dgs.ca.gov/osp/pdf/std204.pdf 
 

9. California Small Business or Disabled Veteran Business Enterprise certification, if applicable 
 

10. Delegated Purchase Order (STD 65) http://www.documents.dgs.ca.gov/osp/pdf/std065.pdf  
Include the Statement of Work, Department Billing Code, Leverage Procurement Agreement 
number, Delegation number, and supporting documentation. Copies of all said documents must be 
sent to the Department of General Services, Procurement Division, Master Agreement Unit.  
 

K. REPORTING REQUIREMENTS FOR ORDERING DEPARTMENTS 
 
1. Contract Award Report (STD 16) http://www.documents.dgs.ca.gov/osp/pdf/std016.pdf  

Awarding agencies are required to notify   the Department of Fair Employment and Housing, Office 
of Compliance Programs of any contract award in excess of $5,000 within 10 days of award date. 

 
2. Contract/Contractor Evaluation (STD 4) http://www.documents.dgs.ca.gov/osp/pdf/std004.pdf  

An evaluation must be completed for all consulting services contracts $5,000 and over within 
60 days of completion of the contract and remain in file.  If the contractor’s performance is 
unsatisfactory, the ordering department must send a copy of the completed Std. 4 to the DGS, 
Office of Legal Services within five (5) days after the completion of the evaluation.  The 
contractor must be notified and sent a copy of the unsatisfactory Std. 4 evaluation by the 
ordering department within fifteen (15) days after its completion.   
 

 
 
 
 
 
 
 
 

http://www.documents.dgs.ca.gov/osp/pdf/std204.pdf
http://www.documents.dgs.ca.gov/osp/pdf/std065.pdf
http://www.documents.dgs.ca.gov/osp/pdf/std016.pdf
http://www.documents.dgs.ca.gov/osp/pdf/std004.pdf
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ATTACHMENT A 
 

LIST OF CONTRACTORS, CATEGORIES AND REGIONS AWARDED 
5-08-70-01 through 5-08-70-17 

 
Contractor    Categories    Region
Anacomp (01)    II, III, V, VIII, IX   1, 2, 3          
BMI Imaging Systems Inc.* (02) I, II, III, IV, V, VI, VII, VIII, IX  1, 2, 3 
Data MicroImaging Company*(03) II, III, IV, V      2, 3 
DataBank IMX (04)   II, V, VI, VIII, IX   1, 2, 3 
D-M Information Systems (05) II, V     1, 2, 3 
Document Scanning Systems (06) II, III, V, VI, VIII, IX       3 
Ikon Office Solutions (07)  II, V, VIII    1, 2, 3 
Neubus Inc. (08)   V, VI, VIII    1, 2, 3 
Omni Mountain*(09)   I, II, III, IV, V, VI   1, 2, 3 
Paperless Imaging Services* (10) I, II, III     1, 2, 3 
Paperless Solutions (11)  II, III, V, VI, VIII, IX   1, 2, 3 
Pride Industries** (12)   II, V     1, 2, 3 
Professional Conversion Inc. (13) II, III, V, VI, VIII, IX   1, 2, 3 
SoftFile* (14)    I, II, III, IV, VIII   1, 2, 3 
Sourcecorp (15)   IX     1, 2, 3 
SyTech Solutions* (16)  II, III, V, VI    1, 2, 3 
Wave Group of Technologies (17) VIII, IX    1, 2, 3 
 

      * California-Certified Small Business 
      **Claiming 25% California-Certified Small Business Subcontractor Participation 
         Bold for DBVE Participation 
 

Category I Paper to Microform 25,000 to 1,000,000 Images 
Category II Paper to Electronic 25,000 to 1,000,000 Images 
Category III Microform to Electronic 25,000 to 1,000,000 Images 
  
Category IV Paper to Microform 1,000,001 to 10,000,000 Images 
Category V Paper to Electronic 1,000,001 to 10,000,000 Images 
Category VI Microform to Electronic 1,000,001 to 10,000,000 

Images 
  
Category VII Paper to Microform over 10,000,001 Images  
Category VIII Paper to Electronic over 10,000,001 Images 
Category IX Microform to Electronic over 10,000,001 Images 
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ATTACHMENT B 

 
REGIONS 
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ATTACHMENT C 

 
MICROFILMING STANDARDS 

 
 
The following standards are used in all microfilming services. 
 
Standards For Film
 
Raw film to meet the following specifications: 
 
ANSI PH1.25-1984 - Safety Photographic Film 
 
ANSI/AIIM MS14-1988 (R 1996) - Specification for 16mm and 35mm Roll Microfilm. 
 
Standards for Imaged Film 
 
Silver film to be developed in accordance with: 
 
NAPM IT9.1-1996 - Silver gelatin type specifications for stability.  Within this standard there is a reference 
to the ANSI PH4.8 ANSI IT9.1 which includes a chart which presents the current allowable residual 
thiosulfate. 
 
Performance of a methylene blue test as ANSI standards dictate. 
 
ANSI PH4.8-1985 specifically addresses how to determine and measure residual thiosulfate and other 
chemicals in film, plates, and papers. 
 
Each camera will be tested with a test chart, to provide a valid comparison of equipment and mechanical 
optical conditions.  The test also insures continuous quality of microfilming, readability comparisons, and 
aids in locating specific malfunctions in equipment.  The target conforms to all requirements of ANSI ISO 
3334-1979. ANSI/AIIM MS17-1992 refers to the test chart for rotary microfilm cameras. 
 
An image quality test report is created to record the information gathered from each test. 
 
Blip encoding to be in compliance with ANSI/AIM MS8-1988 (R1998) with regard to the agency’s preferred 
retrieval system. 
 
Developed film should be inspected to ensure compliance with ANSI/AIIM MS23-1983.  The agency and 
the contractor should agree on “acceptable” density and resolution ranges within this standard.  (Density 
may be affected by color and quality of source documents.) 
 
ANSI/AIIM MS 23-1998 - defines the operational procedures, inspection, and quality control of first 
generation silver-gelatin microfilm of documents. 
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ATTACHMENT C 

 
MICROFILMING STANDARDS (Continued) 

 
 
Standards for Duplicate Film
 
Silver duplicating film has the same standards listed above for original developed film. 
 
Diazo duplication film should be processed in accordance with the following: 
 
ANSI/AIIM MS43-1998- Operational procedures/inspection and quality control of duplicate microforms of 
documents and from COM. 
 
ANSI/ISO 8225 –1995, ANSI/NAPM IT 9.5-1996 IT9.-1987 Ammonia processed diazo film specifications 
for stability. 
 
Standards for Cartridge Loading Microforms 
 
Film enclosure such as cores, reels, spools, cassettes, magazines, cans, containers, folders, envelopes, 
cartons, sleeves, and aperture cards, are addressed in the following: 
 
ANSI IT9.11-1998 Processed Safety Film Storage 
 
ANSI PH 1.53-1984 Enclosure Materials Used in Storage 
 
All microfilm must be housed in closed containers made of non-ferrous materials or non-deteriorating 
plastic.  The cores and reels must also be made of non-corroding materials. 
 
ANSI/AIIM MS15-2000 Dimension and operational constraints for single core cartridges. 
 
ANSI/AIIM MS 16-1993 Double Core Cassettes. 
 
The responsibility for acquiring and maintaining storage cabinets for archival film products (both master 
and duplicate) should be agreed upon by both the agency and the customer. 
 
ANSI PH 1.43-1985 Processed Safety Film Storage 
 
The use of string, adhesives, rubber bands, etc., should be avoided as these materials can deteriorate and 
cause microscopic blemishes on the film. 
 
The standards listed are referenced primarily to ensure the film product produced is archival and/or 
otherwise useable as intended by the agency.  Therefore, any other applicable AIIM/ANSI standards that 
are not specifically listed herein are to be followed to ensure the quality and functionality of the film 
products produced. 
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ATTACHMENT D 

 
GLOSSARY 

 
• ADF - Automatic Document Feeder on scanner equipment.  
• ANALOG - Representation in a form similar to the source (e.g. paper to microfilm vs. paper to digital 

(TIFF). 
• APERTURE OR APERTURE CARD - Aperture card. 35mm Microform frame inserted into an IBM 

punch card with index information punched into the card. 
• ARCHITECTURE - How a system has been designed and the components connected together. 

(Software, Hardware, Networks, etc.) 
• ARCHIVAL QUALITY - The reliability of a storage medium to be able to reproduce a representative 

copy of an image. Archive expectations differ, but archival quality media should provide safe storage for 
at least 50 years. 

• BATCH - Bundling work in groups for high volume processing through a series of  tasks (preparation, 
scanning, indexing, etc.)  

• BORDER CONTROL - Controlling the frame size of the scanned image such that a minimum amount 
of background is visible outside the edge of the image being captured. 

• BRIGHTNESS - The reflectiveness of an overall image, including both light and dark areas. 
• CAR - Computer Assisted Retrieval. Computer systems that locate or identify data stored on Microform 

or paper and/or assist in the retrieval. 
• CLASSIFICATION - The systematic identification and arrangement of information, as opposed to 

indexing which is the location reference.  
• COLD - Computer Output to Laser Disc. Coded data (e.g. ASCII databases) generated by a host 

computer stored on optical disc. COLD replaces COM as a mainframe storage medium.    
• COM - Computer Output to Microform. The process of converting data to microfilm or microfiche. 
• CONTRAST - The degree of difference between the lightest and darkest tones in an image. 
• CONVERSION - The conversion of images in one medium type to images of a different medium type. 
• DAT - Digital Audio Tape.  A magnetic tape technology used for backing up data. 
• DATA CAPTURE - The systematic extraction of data from various media. (Key Data Entry, Barcode 

recognition, OCR, mark sense recognition, etc.) 
• DATA WAREHOUSE - An archival database, as opposed to operational database.    
• DATABASE (OPERATIONAL) - The database(s) used in the day to day business of an enterprise. 
• DATABASE DESIGN - The design of a data model for deployment to database. 
• DATABASE MAINTENANCE - Maintaining the structural (data) integrity of a database, together with 

various modification of the database as it may relate to a changing data model. 
• DATABASE MODELING - The construction of various data scheme that models the database capacity 

to meet the requirements of a business process in an enterprise. 
• DENSITY - Degree of darkness of an image as measured by a densitometer. 
• DESTINATION MEDIUM - The medium into which an image is being converted. 
• DIAZO - A type of film and a process in micrographics by which a film copy is made of an original with 

the same polarity (negative to negative).  
• DIGITAL - Binary code used to record information, as opposed to analog. Tiff images are digital and 

film images are analog. 
• DLT - Digital Linear Tape.  A magnetic tape technology originally developed by Digital for its VAX line.  

DLT uses half-inch, single-hub cartridges. It writes 128 or 208 linear tracks, depending on model, and 
provides native capacities from 10 to 40GB.  DLT usage started to grow rapidly in 1995 and has been 
widely used on medium to large scale LANs.  
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ATTACHMENT D 
 

GLOSSARY (Continued) 
 
• DOCUMENT SHREDDING - Service consists of shredding confidential and other purged documents at 

the request of customer agencies. 
PAPER SIZES 
◊ 11 X 17 (B Size) 
◊ 18 X 24 (C Size) 
◊ 24  X 36 (D Size) 
◊ 34 X 44 (E Size) 
◊ 48 X 72  (J Size) 
 

• DPI - Dots Per Inch. A measurement of scanner resolution. The number of pixels a scanner can 
physically distinguish in each vertical and horizontal inch of an original image. 

• DUPLEX - The ability of the scanner to scan both sides of a sheet simultaneously. Requires two 
scanner heads for two sides to be captured in one pass. 

• ELECTRONIC DOCUMENT IMAGING - The capture, storage and retrieval of scanned images 
(primarily bitmaps) maintained in an electronic format accessible to one or more computers. 

• ELECTRONIC DOCUMENT MANAGEMENT - The indexing and intelligent retrieval of documents 
(correspondence, spreadsheets, scanned images, etc.) maintained in an electronic format accessible to 
one or more computers. 

• FILE - A collection of documents (one or more images) contained within a unique record. 
• FORMS RECOGNITION - In OCR, the ability to recognize a specific type of document and to then 

accurately extract data from that form in predictable locations. 
• FRAME CONTROL - The ability of a system to automatically adjust the frame size of an image 

consistent with the image border demands. 
• FSR - Feasibility Study Report. FSR’s are required by the State of California before an agency or 

department can proceed to implement any electronic document system. 
• GRAYSCALE - The range of shades of black an image has, measured from zero for black and some 

other number (often 255) for white. A grayscale image allows for greater image adjustment post scan 
than a black and white image resulting in greater post scan viewing flexibility for a widely varying 
source image population. 

• HSM - Hierarchical Storage Manager. Software used in the storage and retrieval of images on optical 
jukeboxes. 

• IDENTIFICATION SHEETS - Paper printed with bar code(s) (or other machine recognizable 
symbology) capable of communicating classification and/or indexing information to the capture software 
driving the scanner, thereby automating the indexing process. 

• INDEXING - Establishing one or more references to information which has been previously identified 
(or classified). 

• JOB - A specific task or project. 
• JUKEBOX - A device that holds multiple optical discs and one or more disc drives, and can swap discs 

in and out of the drive as needed. Also called a “near-line” category of storage. 
• KDE - Key data entry. Manual data input by key data entry operators. 
• LTO - Linear Tape Open.  A family of open magnetic tape standards developed by HP, IBM and 

Seagate that are licensed to third party vendors. 
• MICROFICHE - A sheet of microfilm containing multiple micro images in a grid pattern.  It usually 

contains a title (header) that can be read without magnification. 
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ATTACHMENT D 

 
GLOSSARY (Continued) 

 
• MICROFILM - A fine-grain, high resolution film containing an image greatly reduced in size from the 

original. 
• MICROFILM JACKET - A flat, transparent plastic carrier with single or multiple film channels made to 

hold single or multiple microfilm images. 
• MICROFORM - A form, usually film that contains micro images. 
• MSA - Master Service Agreement as defined in the body of this RFP. 
• OCR - Optical Character Recognition. Software with the ability to recognize and translate bitmapped 

scans or fax’s of printed alphanumeric (or other specialized) characters into machine-readable (ASCII 
or formatted) text. 

• PATTERN RECOGNITION - An OCR technique. The use of libraries of information about how 
characters are built - artificial intelligence experts - in all fonts and sizes. Also called feature extraction, 
because the experts examine certain parts, or features, of the characters and cumulatively agree on 
whether the character meets enough criteria to identify it as one character or another.  

• PDF - Portable Document Format.  The page description language used in the Acrobat document 
exchange system.  PDF files have become de facto standard for transmitting documents to commercial 
printers and to the Web for online publishing. 

• PHYSICAL DOCUMENT TRACKING - Software that tracks the location and other data relating to an 
object (e.g. paper file folders, documents, boxes, desks, etc.) by use of one or more machine readable 
identifying tags (e.g. bar codes, magnetic strips, etc.) and interfaces with an electronic document 
imaging (workflow, management, etc.) system, linking the physical items to the related electronic items.  

• PPM - Pages Per Minute. The rated throughput of a scanner (printer, etc.). 
• PRODUCT - Anything connected with this MSA which is not a service. 
• PROGRAMMING - The writing of programming code for integration of products under this MSA. 
• PURGING - The systematic removal of documents from a given population of source or converted 

images.  
• RAD - Rapid Application Development. 
• RESOLUTION - The number of dots (dpi) that make up an image on a screen or printer. The ideal 

resolution is a trade-off between image quality and the overhead in storage power and processing 
strength (which translates to cost) required when using it. 

• SILVER - A type of film used in microform in photographing an original film image (as opposed to 
diazo). 

• SOURCE MEDIUM - The medium of the source images (e.g. paper) prior to conversion to another 
medium 

• STANDARD GROUP FOUR TIFF  Standard compression algorithms, set by the ITU-T (for 
Telecommunication Standardization Sector of the International Telecommunications Union) for fax, 
used in conjunction with Tagged Image File Formatting (TIFF). 

• THRESHOLD DETECTION - The scanner software detection of pixels at varying levels enabling the 
capture of only images which meet certain minimum criteria, and the discarding of those that are of 
insufficient pixel number. 

• TIFF - Tagged Image File Format. A bitmap file format, invented by Aldus, for describing and storing 
color, grayscale, and black and white electronic images.    

• TRAINING - The instruction in the operation of various service or product components under this MSA. 
• TRC - Technical Response Certification form. This form is included in the bid package for all bidders to 

use in the certification of the various technical requirements. 
• WORKFLOW - Automating the orderly procedures for handling the conversion services business processes. 


